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Business  Education,  as  commonly  offered  in  the  public  high 
schools  of  Pennsylvania,  includes  two  areas  of  instruction.  The 
first  area  is  vocational  in  nature  and  includes  subjects  such  as 
bookkeeping,  office  practice,  principles  of  selling,  shorthand, 
and  typewriting.  This  area  offers  specialized  instruction  for 
those  students  who’  plan  to  become  wage  earners  in  business 
offices  and  stores.  The  second  area  includes  practical  arts  busi- 
ness subjects  such  as  business  economics,  business  law,  and  gen- 
eral business.  This  area  can  provide  for  all  pupils  a background 
in  business  information  which  should  develop  a greater  degree 
of  economic  competency. 

General  business  is  the  most  commonly  taught  practical  arts 
business  subject.  This  subject  affords  students  an  opportunity 
to  learn  about  business  matters  which  pertain  to  the  daily  life 
of  everyone.  For  instance,  training  in  hnancial  matters  is  in- 
cluded to  enable  youth  to  become  competent  in  the  handling  of 
personal  and  family  income  and  expenditures.  While  banking, 
insurance,  or  other  activities  are  studied,  the  occupational  op- 
portunities in  the  different  fields  should  be  discussed.  A course 
in  general  business  may,  therefore,  be  a means  of  providing 
occupational  business  information.  Then,  too,  general  business 
enables  the  students  to  secure  a background  for  advanced  study 
’ in  business  education. 

It  is  hoped  that  teachers  of  general  business  will  use  this  pub- 
lication as  a guide  for  the  improvement  of  instruction  in  this 
subject.  General  business  teachers  are  urged  to  send  comments 
resulting  from  experience  in  using  this  publication  to  the  Chief 
: of  Business  Education,  Department  of  Public  Instruction. 


CHAPTER  I 
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This  bulletin  is  a source  ol  reterence  lor  teachers  of  general  business,  j 
Other  bulletins  will  be  developed  in  the  areas  of  bookkeeping,  office  ^ 
practice,  and  typewriting.  Therefore,  mastery  of  skills  common  to  the  ^ 
bookkeeper,  the  stenographer,  and  the  typist  will  not  be  included  in  this 
bulletin. 

Business  education  as  an  area  of  general  education  is  intended  to  in-  f 
struct  the  pupil  in  business  essentials  for  daily  living  and  in  the  exploi'a- 
tion  of  areas  of  specialization  which  require  selection  of  a vocational  | 
business  curriculum. 


Objectives  of  the  General  Business  Course 

The  objectives  of  general  business,  in  addition  to  such  common  aims  i 
as  accuracy,  neatness,  responsibility,  etc.,  follow: 


1.  To  develop  the  students’  ability  to  select  with  discrimination  the  | 

common  services  and  goods  of  business  ' 

i 

2.  To  help  students  acquire  economic  understandings  needed  for  effec-  ■} 

tive  living  in  our  society  | 

3.  To  prepare  students  for  the  wise  management  of  their  financial  re-  | 

sources,  including  their  current  income,  savings,  and  credit  j 


4.  To  present  facts  concerning  opportunities  in  the  business  world,  em- 
phasizing that  the  better  one’s  education,  the  greater  are  the  oppor- 
tunities for  employment  and  advancement 


5.  To  build  desirable  attitudes  toward  an  appreciation  of,  and  an  adap-  1 
tation  to,  the  modern  every-day  business  problems  and  practices,  in-  I 
eluding  work  itself 


The  Changing  Concept  of  General  Business 


When  general  business  was  first  included  in  the  curriculum,  it  was  ' 
referred  to  as  junior  business  training.  This  course  was  considered  to  be 
largely  a vocational  course  and  was  designed  especially  for  students  who 
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might  drop  out  of  school  soon  after  completing  the  ninth  grade.  However, 
as  the  holding  power  of  the  school  increased,  the  purpose  of  this  subject 
changed.  Instead  of  offering  general  business  as  a vocational  course,  it 
has  in  recent  years  been  offered  as  one  which  is  both  general  and  ex- 
ploratory in  nature.  The  emphasis  has  also  changed  from  that  of  the 
duties  and  skills  of  the  producer  to  the  responsibilities  and  understand- 
ings of  the  citizen. 

Today,  general  business  tries  to  develop  in  students  proper  attitudes 
toward  such  problems  as  taxes,  wages,  social  security,  advertising,  and 
other  related  topics.  Students  are  taught  to  be  atvare  of  the  interdepend- 
ence of  each  person  upon  the  other,  and  to  realize  that  success  is  achieved 
by  work  and  by  carefully  planning  one’s  future.  This  course  also  helps 
students  understand  that  intelligent  and  economically  competent  citi- 
zens are  the  backbone  of  our  democracy. 

Grade  Placement 

For  the  most  part,  general  business,  as  a separate  subject  in  Pennsyl- 
vania schools,  is  taught  on  the  junior  high  school  level  in  the  ninth  grade. 
This  course  is  also  taught  to  a more  limited  number  of  students  on  the 
tenth  grade  level.  During  the  1954-55  school  term  17,042  ninth  grade 
students,  and  12,930  tenth  grade  students  were  enrolled  in  general 
business. 

General  business  is  usually  considered  as  an  introductory  course  in  the 
business  curriculum,  introducing  students  to  the  vocational  aspects  of  the 
business  field.  If  scheduling  tvnll  permit,  other  students  in  the  academic 
course,  the  general  course,  etc.,  can  profitably  take  this  course  at  any 
time  between  the  ninth  and  twelfth  grades. 

An  important  factor  to  be  considered  in  offering  general  business  on 
the  ninth  or  tenth  grade  level  to  prospective  business  students  is  whether 
the  student,  after  taking  this  course,  can  transfer  to  another  curriculum. 
For  instance,  if  general  business  is  offered  in  grade  ten,  students  should 
have  an  opportunity  to  change  from  the  business  curriculum  to  another 
curriculum  at  the  end  of  the  tenth  grade.  If  school  policy  prevents  stu- 
dents from  making  this  change  at  the  end  of  grade  ten,  it  would  be 
advisable  to  offer  general  business  in  grade  nine. 
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CHAPTER  II 
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Unit  1 

Business  and  the  Local  Community 

Pl  ■rpose:  To  develop  a better  understanding  of  activities  associated 

with  business  and  to  acquaint  each  student  with  the  relation- 
ship of  the  home  and  the  community  to  the  business  world. 


SUGGESTED  CONTEXT 
^E\TERE\L 
Use  of  textbook 


Introduction 


The  student’s  interest  in  business 

1.  As  a consumer  of  goods  and 
services 

2.  -\s  a producer  in  a part-time  job 

Retail  stores  in  the  community 

1.  Chain 

2.  Cooperative 

3.  Department 

4.  Locally  owned 

Relationship  of  the  manufacturer  and 
the  wholesaler  to  the  retail  stores 

Role  of  the  service  businesses  in  the 
community 

Understanding  of  principal  local 
industries 


POSSIBLE  ACTIVITIES  OR  DISCUSSION 

Explain  the  purpose  of  each  part  of  the  book 
which  is  used  in  the  course.  (See  Chapter  IV 
page  21,  item  2 under  Articles.) 

Have  each  student  interview  a citizen  of  the 
community  who  is  employed  in  a gainful  oc- 
cupation. Those  to  be  interviewed  will  in- 
clude doctors,  latswers,  teachers,  factory 
workers,  office  workers,  businessmen,  sales 
clerks,  etc.  Following  the  interview  an  oral 
report  can  be  given  in  class,  .\fter  hearing 
the  reports  and  discussing  them,  the  students 
will  have  a better  background  of  the  com- 
munity including  its  businesses  and  its 
workers. 

Use  the  fdm  “IVhat  is  Business.”  This  motion 
picture  should  be  discussed  both  before  and 
after  its  use.  i Information  about  this  film 
can  be  secured  from  Coronet  Films,  Coronet 
Building,  Chicago  1.  Illinois.) 

Make  a list  of  stores  in  the  coinmunitv  and 
indicate  their  classification. 


Develop  a map  of  the  community,  and  locate 
on  the  map  the  manufacturing  businesses 
and  also  those  which  sell  goods  and  services. 

Elaborate  on  why  people  require  more  ser- 
vices todav  than  thev  did  fiftv  vears  aeo 

• • / . O 

Visit  at  least  one  local  industry.  (See  Chap- 
ter IV,  page  21,  item  1 under  Articles.) 


Unit  1.  Business  and  the  Local  Community  (Continued) 

Development  of  basic  economic  con-  Analyze  the  characteristics  of  the  American 
cepts  system  of  free  enterprise  emphasizing  the 

contributions  of  all  factors  of  production- 
land,  labor,  and  capital. 

Study  the  fundamental  economic  decisions 
that  must  Ite  made  by  every  society: 

1.  What  shall  be  produced? 

2.  How  shall  it  be  produced? 

3.  For  whom  shall  it  be  produced? 

Discuss  the  necessity  for  profit  as  an  incentive 
for  production  and  expansion  of  productive 
facilities  and  thus  a better  standard  of  living 
for  society  vs.  state-controlled  production. 

Study  the  factors  which  result  in  increased 
prices,  .\nalyze  relationships  between  the 
cost  factors  of  production  and  price  of  the 
completed  manufactured  article  with  particu- 
lar emphasis  on  wage  rates. 


Unit  2 


Thrift,  Budgeting,  and  Financial  Records 

Purpose:  To  develop  an  understanding  that  greater  opportunities  for 

success  are  available,  if  one  is  thrifty  with  his  time  and  mate- 
rial possessions. 


SUGGESTED  CONTENT 
MATERIAL 
Budgeting  one’s  time 


Per.sonal  records 

1.  Preparation  of  a budget  (usually 
for  a period  of  one  week)  where 
income  and  expenditures  are 
estimated 

2.  Maintaining  a detailed  record  of 
income  and  expenses 

3.  Comparison  of  budget  with 
amount  actually  received  and 
spent 

Family  records  (somewhat  similar  to 
personal  records  except  that  budget  is 
usually  prepared  for  a period  of  one 
month) 


POSSIBLE  ACTIVITIES  OR  DISCUSSION 

Point  out  why  it  is  important  for  a person  to 
budget  his  time  wisely.  For  students  in  school 
a budget  of  time  is  sometimes  more  impor- 
tant than  a budget  for  income  and  expendi- 
tures. Each  student  can  make  a budget  of 
his  time  and  maintain  a record  of  how  well 
this  budget  is  followed. 

Have  students  make  a budget,  either  real 
or  assumed,  of  tlieir  income  and  expenses  for 
a period  of  one  week.  After  the  budget  has 
been  developed  have  the  students  keep  a 
record  of  their  income  and  expenses  to  see 
how  closely  it  compares  with  the  budget. 

Have  students  keep  a record  of  all  money 
spent  during  a month  or  a semester  regard- 
less of  source  of  income.  This  will  give  them 
an  insight  into  how  much  money  they  require 
from  theii"'  parents. 

During  class  discussions  the  teacher  mi.ght 
mention  that  all  individuals  and  families 
have  problems  of  an  economic  nature.  It 
should  be  pointed  out  that  the  more  care- 
fully individuals  and  families  budget  and 
spend  their  income  the  higher  will  be  their 
standard  of  living. 
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Unit  2.  Thrift,  Budgeting,  and  Financial  Records  (Continued) 


Club  records  (somewhat  similar  to 
personal  records  except  that  budget  is 
usually  prepared  for  a period  of  one 
year) 

Developing  a savings  program  while  in 
school 

1.  Savings  account 

2.  Government  bonds 


Use  of  material  resources 

1.  Public  property 

2.  Personal  property 


Discuss  why  it  is  necessary  for  a class,  which 
in  many  respects  is  like  a club,  to  budget  its 
finances  to  provide  for  a yearbook  or  a trip 
to  Washington,  D.  C.,  during  the  senior  year. 

It  can  be  pointed  out  that  former  students, 
who  were  thrifty,  have  been  able  to  pay  for 
a trip  or  have  secured  adtlitional  education 
as  a result  of  having  a definite  savings  pro- 
gram while  in  school. 

Explain  why  everyone  should  have  a sense 
of  responsibility  for  care  of  public  property. 
Show  how  it  is  an  expense  to  parents, 
through  taxation,  when  students  while  at- 
tending school  write  on  walls  or  use  a knife 
to  cut  into  desks. 


Note:  This  unit  should  be  started  at  the  beginning  of  the  course  and  carried  through 

the  entire  semester  or  school  year.  The  principles  set  fortli  herein  are  best 
learned  by  actual  practice  rather  than  in  a simulated  unit. 


Unit  3 


Money  and  Banking 

Purpose;  To  provide  the  knowledge  which  all  Americans  need  in  their 
daily  use  of  money  and  banking  services. 


SUGGESTED  CONTENT 
MATERI.AL 
Barter 


Money 

1.  Definition 

2.  Purpose  it  serves 

3.  Money  issued  by  federal  govern- 
ment 

4.  Counterfeit  money 


Making  change 


Types  of  banks  and  related  institutions 

1.  Building  and  Loan  A.ssociations 

2.  Commercial  banks 

3.  Credit  Unions 

4.  Investment  banks 

5.  Savings  banks 

6.  Trust  companies 


POSSIBLE  ACTIVITIES  OR  DISCUSSION 

Explain  why  barter  can  not  be  used  in  our 
type  of  society,  Init  was  necessary  in  colonial 
times. 

Make  use  of  Lhiited  States  Treasury  Depart- 
ment publication  “Know  Your  Money.” 
Information  about  this  booklet  can  be  secured 
by  writing  to  the  United  States  Secret  Service 
at  one  of  the  following  addresses:  P.  O.  Box 
247,  Scranton  1,  Pa.;  Room  308,  United  States 
Custom  House,  Philadelphia  6,  Pa.;  or  P.  O. 
Box  1734,  Pittsburgh  30,  Pa. 

Discuss  in  detail  how  to  detect  counterfeit 
money  and  what  to  do  if  it  is  received.  The 
manufacturing  methods  which  are  used  in 
counterfeiting  should  not  be  discussed. 

Give  students  practical  experience  in  making 
change.  “Play  money”  may  be  secured  and 
the  class  divided  into  teams  with  two  students 
on  each  team  for  the  purpose  of  making 
change. 

Conduct  classroom  discussion  on  the  func- 
tion of  each  type  of  bank. 

Develop  a Itulletin  board  display,  and  include 
the  forms  which  are  used  in  banking  .services. 
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Under  the  supervision  of  a general  business  teacher  a group  of  sophomores,  while  studying  a unit  on  buying  and  credit, 
check  various  forms  of  advertising.  Examples  shown  are  direct  advertising— a balloon,  a house  organ,  a mailing  novelty, 
a handbill,  and  a circular  letter.  Publication  advertising  in  the  form  of  newspapers,  programs,  and  magazines  are  also 


Unit  3.  Money  and  Banking  (Continued) 


Government  regulations 

1.  National  banks  operate  under 
control  of  banking  laws  passed 
by  federal  government 

a.  Federal  Reserve 

b.  Federal  Deposit  Insurance 
Corporation 

2.  State  banks  operate  under  control 
of  banking  laws  passed  by  a state 
government 

Savings  Account 

1.  Opening  of 

2.  Making  deposits 

3.  Withdrawing  of  savings 

4.  Interest 

Checking  account 

1.  Opening  of 

2.  Making  deposits 

3.  Understanding  account 

a.  Use  of  check  stub 

b.  Writing  of  checks 

(1)  Handwritten 

(2)  Check-writing  machine 

c.  Transfer  of  checks 

d.  Bank  statements 

e.  Reconciling  bank  balance 

f.  Joint  account 

g.  Stopping  payment  on  check 

h.  Service  charge 

Other  services  (not  listed  above) 

1.  Drive-in  deposit  windows 

2.  Financial  advisory  service 

3.  Loan  service 

4.  Night  deposits 

5.  Safe  deposit  boxes 

6.  Others 

a.  Bank  money  order 

b.  Bank  draft 

c.  Cashier’s  check 

d.  Certified  check 

e.  Traveler’s  check 


List  the  names,  types  (national  or  state)  , 
and  services  rendered  by  banks  located  in 
the  community.  If  any  of  the  banks  in  the 
community  are  state  banks  find  out  if  they 
belong  to  the  Federal  Reserve  or  to  the 
Federal  Deposit  Insurance  Corporation. 


Point  out  the  methods  that  banks  use  to 
make  it  easy  for  customers  to  make  deposits— 
school  bank  day,  mail,  etc. 


Show  how  a school  uses  banking  facilities  for 
athletic,  cafeteria,  and  extracurricular  funds. 

Emphasize  the  importance  of  the  signature  on 
a check. 

Utilize  the  chalkboard  to  show  how  checks 
are  transferred.  Start  with  a simple  illustra- 
tion and  proceed  to  a more  complex  illustra- 
tion. 

Develop  a project  where  students  have  an 
opportunity  to  write  checks,  and  make  recon- 
ciliation statements.  (See  Chapter  IV,  page 
21,  item  7 under  Articles.) 

Explain  how  family  uses  banking  facilities 
including  safe  deposit  boxes,  checking  ac- 
counts, and  borrowing  privileges. 

List  and  discuss  reasons  why  people  borrow. 

Conclude  the  unit  by  taking  a field  trip  to  a 
bank  or  by  having  a bank  representative 
speak  to  the  class. 


Unit  4 


Buying  and  Credit 

Purpose;  To  give  the  student  the  background  needed  in  making  daily 


visits  to  the  markets  of 

SUGGESTED  CONTENT 
MATERIAL 
Planning  carefully 

1.  Determine  what  to  buy 

2.  Decide  quality  to  buy 

3.  Check  retail  store 

4.  Study  advertisements 


business,  such  as  stores  and  banks. 

POSSIBLE  ACTIVITIES  OR  DISCUSSION 

Discuss  the  practicality  of  consulting  a budget 
before  making  purchases. 

Have  a discussion  relative  to  “bargain  tables’’ 
and  “bargain  basements.” 
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Unit  4.  Buying  and  Credit  (Continued) 


Buying  guides 

1.  Personal  experience 

2.  Read  labels 

3.  Advice  of  salesclerks 

4.  Inspect  goods 

5.  Compare  prices 

6.  Consult  experts 

7.  Utilize  private  agencies 

a.  Professional  associations 

b.  Research  laboratories 

8.  Period  of  guarantee 


Government  protection 

1.  National 

a.  Food  and  Drug  administration 

b.  Federal  Trade  Commission 

c.  Post  Office  Department 

d.  Securities  and  Exchange  Com- 
mission 

e.  Department  of  Agriculture 

2.  State  and  local 

a.  Check  weighing  and  measur- 
ing devices 

1).  Check  various  establishments 
for  cleanliness 

Ways  of  securing  credit 

1 . Bank 

2.  Borrowing  on  life  insurance 
policies 

3.  Installment  purchasing 

4.  Loan  Company 

5.  Purchasing  on  credit 


Evaluating  the  use  of  credit 

1.  Advantages 

a.  Convenience 

b.  Etiables  a person  to  establish 
a good  credit  rating 

c.  Credit  customers  sometimes 
receive  advanced  notice  of 
sales 

d.  Customer  receives  good  service 

2.  Disadvantages 

a Carrying  cliarges 

b.  Easy  to  spend  too  much  with 
the  possibility  of  accumulating 
bills  whicb  will  be  diffiicult  to 
pay 


Make  up  a list  of  goods  which  are  commonly 
used  by  high  school  boys  and  girls.  Decide 
which  buying  guides  would  be  the  most 
logical  ones  to  use  for  each  product. 

Various  items  of  merchandise,  especially  those 
which  are  ratlier  expensive,  contain  a guar- 
antee for  a certain  period  of  time.  Ask  each 
student  to  secure  a guarantees  to  be  used  for 
classroom  discussion. 

Collect  labels  and  compare  the  quantity,  qual- 
ity, and  price  of  a given  item  of  merchandise. 

Discuss  why  it  is  both  desirable  and  necessary 
to  have  government  protection  by  these 
agencies  today  whereas  we  had  very  little 
protection  fifty  years  ago. 


Have  committees  of  students  visit  stores  in 
the  community  to  secure  information  about 
charge  accounts  and  the  use  of  charge  plates. 

Discussion  of  the  advantages  of  securing  funds 
through  banks,  borrowing  on  life  insurance 
policies,  etc. 

Have  a student  visit  the  local  credit  bureau 
and  report  his  findings  to  the  class. 

Show  how  the  use  of  credit  expands  the  pur- 
chasing power  of  businesses  and  individuals. 

Give  illustrations  of  why  people  enjoy  a 
higher  standard  of  living  as  a result  of 
using  credit. 

Use  specific  examples  to  point  out  how  much 
more  it  costs  to  purchase  an  item  on  the 
installment  plan  than  for  cash. 
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Unit  5 


Insurance 

Purpose:  To  teach  the  importance  of  sharing  risks  and  also  to  point 

out  the  relationship  of  insurance  to  social  security. 


SUGGESTED  CONTENT 
MATERIAL 

Motivation 

1.  Development  of  interest 

2.  Unique  or  unusual  items 

Background 

1.  Economic  risks 

a.  Can  not  be  removed 

b.  Can  be  shared 

2.  Insurance  companies  and  why 
they  are  regulated 

3.  Terms  to  discuss 

a.  Beneficiary 

b.  Cash  surrender  value 

c.  Days  of  grace 

d.  Insurable  interest 

e.  Mortality  table 

f.  Policy 

g.  Premium 

Automobile  insurance 

1.  Protection  of  one’s  car 

a.  Comprehensive  insurance 

b.  Collision  insurance 

2.  Protection  for  other  person 

a.  Bodily  injury  insurance 

b.  Property  damage  insurance 

3.  Cost  for  minors 

Property  insurance 

1.  Real  property 

2.  Personal  property 


Life  insurance 

1 . T erm 

2.  Straight  life 

3.  Limited  payment 

4.  Endowment 


POSSIBLE  ACTIVITIES  OR  DISCUSSION 

For  discussion  purposes  use  newspaper  items: 
e.g.,  why  Liberace  had  his  fingers  insured; 
wliy  Mario  Lanza  had  his  voice  insured. 

Have  each  student  make  up  a list  of  eco- 
nomic risks  which  can  be  covered  by 
insurance. 


Have  a representative  of  an  insurance  com- 
pany speak  to  tlie  class. 

Develop  on  the  chalkboard,  a chart  which 
explains  the  various  types  of  automobile 
insurance.  (See  Chapter  IV,  page  22,  item 
10  under  Articles.) 


Collect  newspaper  articles  de.scribing  cases 
where  people  did  not  have  adequate  insur- 
ance, and  as  a result  suffered  heavy  losses. 

Have  pupils  prepare  an  inventory  of  the 
furniture  in  their  home  and  the  estimated 
annual  depreciation. 

Discuss  the  value  of  an  inventory  if  a home 
is  completely  demolished  by  fire. 

Explain  how  life  insurance  is  an  investment 
as  well  as  a protection. 

Ask  pupils  to  bring  their  life  insurance  poli- 
cies to  class.  Discuss  these  by  answering 
pupils’  questions  about  their  own  policies. 


Develop  on  the  chalkboard  a chart  which 
explains  the  various  types  of  life  insurance. 
(See  Chapter  IV,  page  22,  item  II  under 
Articles.) 


If 


Unit  5.  Insurance  (Continued) 


Other  types  of  insurance 

1.  Accident  and  sickness 

a.  Blue  Cross  and  Blue  Shield 

b.  Group  plans 

2.  Travel  insurance 

3.  Social  Security 

a.  Unemployment  benefits 

b.  Old  age  benefits 


Make  use  of  United  States  Department  of 
Health,  Education,  and  Welfare  publication 
Your  Social  Security.  Information  about  this 
booklet  and  a teacher’s  kit  can  be  obtained 
from  the  nearest  social  security  office. 


Unit  6 


Other  Investments 

Purpose:  To  study  and  point  out  the  many  ways  through  which  accu- 

mulated savings  may  be  invested. 


SUGGESTED  CONTENT 
MATERIAL 

Government 

1.  Postal  savings 

2.  Savings  bonds 

Life  insurance 

1.  Review  briefly 

2.  Protection  and  savings  are  a dual 
feature  of  most  life  insurance 
policies 

Property 

1.  Advantages  and  disadvantages  of 
owning  a home 

2.  Comparison  between  the  cost  of 
owning  or  of  renting  a home 

Business  enterprise 

1.  Stocks 

a.  Common 

b.  Preferred 

2.  Bonds 

3.  Mutual  funds 


Personal  business 


POSSIBLE  ACTIVITIES  OR  DISCUSSION 


Give  reasons  why  our  government  can  borrow 
money  at  a low  rate  of  interest. 

Discuss  the  relative  cost  of  saving  features 
in  insurance  policies  in  comparison  with  other 
methods  of  investing  money. 


Give  illustrations  of  conditions  where  it  is 
advisable  to  own  one’s  home,  and  conditions 
where  it  is  advisable  to  rent  a home. 


Discuss  which  would  be  the  better  investment 
in  terms  of  income  (a)  $100  in  a government 
bond  or  (b)  $100  in  one  or  more  shares  of 
stock  in  one  of  our  nationally  known 
companies. 

Have  a group  or  committee  of  students  make 
a study  of  the  number  of  stockholders  in 
several  large  corporations.  As  a result  of  this 
study  it  can  be  brought  out  that  large  busi- 
ness enterprises  such  as  American  Telephone 
and  Telegraph  and  General  Motors  are 
made  possible  by  the  investment  of  a small 
amount  of  funds  by  many  individuals. 

Point  out  the  advantages  and  disadvantages 
of  having  your  own  business. 
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Unit  7 


;* 

■Travel 

Purpose:  To  develop  the  ability 

' SUGGESTED  CONTENT 
i MATERL4L 

Means  of  travel  used  in  the  United 
States 


Automobile 

1.  Planning  the  route 
t ; 2.  Motor  Vehicle  Laws 


• Airplane,  bus,  and  railroad 
t 1.  Standard  time 

2.  Timetables 

3.  Official  guides 

4.  Purchasing  tickets 

5.  Baggage  service 

6.  Difference  between  coaches  and 
Pullman  cars 

Steamship 

1.  Different  types  of  accommoda- 
tions 

2.  Difference  between  foreign  travel 
and  travel  in  the  LTnited  States 

3.  Passports 

, Services  for  travelers 

1.  Hotels  and  motels 

2.  Travel  agencies 

3.  Travelers’  Aid 


Planning  a trip 

1.  Type  of  transportation 

2.  Necessity  of  making  reservations 

3.  Estimate  expenses 

4.  Compare  time  required  with  time 

' available 

5.  Tipping 


to  use  travel  facilities  efficiently. 

POSSIBLE  ACTIVITIES  OR  DISCUSSION 

tV'hile  discussing  this  unit  on  “Travel,”  ap- 
point at  least  four  committees  to  work  in  the 
following  areas: 

1.  To  gather  information  about  the  facili- 
ties offered  by  hotels,  motels,  and  tourist 
homes  in  the  community  and  their  cost. 

2.  To  find  out  the  extent  of  transportation 
facilities  available  to  the  local  com- 
munity. 

3.  To  check  on  the  purpose  and  the 
authority  of  the  Interstate  Commerce 
Commission. 

4.  To  prepare  an  estimate  of  making  a 

trip  to  Chicago,  Illinois,  by:  (a)  bus, 

(b)  airplane,  (c)  railroad— coach,  and 
(d)  railroad— Pullman. 

Have  students  give  a report  relative  to  auto- 
mobile trips  which  they  have  taken  with  their 
parents.  In  these  reports  interesting  places, 
not  too  far  from  the  local  community,  can 
be  discussed. 

Study  timetables  to  find  out  what  information 
they  contain  and  teach  students  to  read  them 
accurately. 


Discuss  places  where  information  about  for- 
eign travel  can  be  secured. 


During  a class  discussion  point  out  the  best 
way  of  hnding  food  and  lodging  while  in  a 
strange  community. 

List  the  advantages  of  using  travel  agencies 
to  help  plan  trips. 

Select  a given  city  one  thousand  or  more 
miles  away  and  look  into  the  advantages 
and  disadvantages  of  traveling  by  airplane, 
automobile,  bus,  or  railroad. 

"While  discussing  the  advantages  and  dis- 
advantages of  public  transportation,  the 
problem  of  tipping  should  be  discussed 
thoroughly.  The  amount  to  tip,  the  person 
or  persons  to  tip,  and  the  time  to  tip  should 
be  emphasized. 

13 


Unit  8 


Communication 


Purpose:  To  give  each  student  an  understanding  of  the  many  types  | 

of  communication  available,  and  the  circumstances  under  ii 
which  each  type  should  be  used.  Wherever  possible,  oppor- 1 
tunities  should  be  given  to  use  communication  services  cor- 1 
rectly  and  efficiently.  ^ 

SUGGESTED  GON  I EX T POSSIBLE  AGTIVEEIES  OR  DISGUSSION  | 

MATERIAL  < 


Methods  of  comiminicatiori  in  ancient 
times  in  comparison  with  today’s  com- 
munication system 


Teleplione  service 

1.  Invention  and  development 

2.  Use  of  telephone  directory 

3.  Dial  and  manual  telephone 

4.  Partv  lines  and  extensions 

5.  Telephone  courtesy 

a.  Answering  call 

b.  Talking  on  telephone 

c.  Making  notes  of  conversation 

d.  Broken  connection 

6.  Pidrlic  telephones 

7.  Long  distance  calls 

a.  Person-to-person 

b.  Station-to-station 

c.  Conference  call 


Telegraph  service 

1.  Invention  and  development 

2.  Fast  telegram 

3.  Day  letter 

4.  Night  letter 

5.  Other  services 

a.  Messenger  errand  service 

b.  Telegraph  money  order 

c.  Telemeter  service 

d.  Cablegrams  and  radiograms 

6.  Cost 

a.  Chargeable  words 

b.  Collect  telegram 

c.  Prepaid  telegram 

7.  Use  of  codes 

Correspondence 
1.  Parts  of  letter 

a.  Heading 

b.  Introductory  address 

c.  Salutation 

d.  Body  of  letter 


Have  students  present  oral  reports  on  the 
development  of  communication.  These  re-  i 
ports  should  include  material  pertaining  to 
the  first  telephone,  the  first  telegraph,  etc.  j 

Make  a field  trip  to  the  local  telephone  office.  i 
ITiis  will  help  develop  an  appreciation  of  the 
services  rendered  and  a desire  to  use  tele-  ^ 
phone  facilities  correctly. 

Dramatize  the  correct  use  of  the  telephone. 
(See  Cliapter  IV,  page  22,  item  18,  under 
Articles.) 

Procure  a number  of  telephone  directories.  ’ 
It  may  be  possible  for  students  to  bring  the  | 
directory  from  home.  Have  each  pupil  look  . 
up  tlie  address  and  telephone  number  of  a 
group  of  10  or  20  individuals.  This  can  be 
done  in  the  form  of  a contest.  j 

Use  the  film  “Telephone  Courtesy.”  This  ! 
motion  picture  should  be  discussed  both  Ij 
before  and  after  its  use.  Information  about 
this  film  can  be  secured  from  the  local  Bell 
Telephone  Business  Office. 

Secure  telegraph  blanks  and  study  informa- 
tion on  reverse  side  of  blank.  Have  students  i 
write  at  least  one  message  on  a blank.  It  I 
is  advisable  to  state  a given  situation  and 
let  the  students  develop  the  message.  ■ ^ 

Have  the  class  rewrite  a message  50  words  i 
long  to  a 25-w'ord  message  so  that  it  can  be 
sent  at  the  minimum  rate  for  a night  letter. 


Collect  various  styles  or  types  of  business 
letters  for  discussion  and  possible  bulletin  j 
board  display.  These  letters  can  be  used  to 
emphasize  style,  neatness,  and  correct  use  of 
English. 


Unit  8.  Communication  (Continued) 


e.  Complimentary  close 

f.  Signature 

g.  Reference  initials 

2.  Folding  a letter 

a.  For  standard  envelope 

b.  For  large  envelope 

3.  Envelope 

a.  Adciressing 

b.  Return  acldress  (if  not  printed 
on  envelope) 

c.  Window  envelope 

d.  Postage 

4.  Sending  letters  by  mail 

a.  First  class 

b.  Registered 

c.  Special  Delivery 

d.  Air  mail 


Flave  each  pupil  write  at  least  one  business 
letter  in  ink.  Fhis  letter  could  be  an  order 
for  a piece  of  merchandise,  an  iiupiiry  for 
information,  a message  of  thanks,  etc.  (See 
Chapter  JV,  page  22,  item  Iti  under  Articles.) 
Also  have  each  pupil  write  a letter  of  appli- 
cation for  an  after-school  job. 

Have  a discussioti  on  the  ethical  use  of  our 
various  means  of  comtniuiication.  Fhis  is 
especially  usefitl  iti  discu.ssing  business  letters 
and  the  telephone. 


Others 

1.  Movies 

2.  Newspapers  and  magazines 

3.  Radio  and  television 


Panel  discussion  on  why  business  firms  speird 
a great  deal  of  motrey  advertising  in  news- 
papers, in  magazines,  over  the  radio,  and  on 
television. 

During  recitation  bring  oitt  the  types  of 
business  information  that  cait  be  secitred  from 
newspapers,  magazities,  radio,  and  television. 


Unit  9 


Transportation 

Purpose:  To  acquaint  the  student  with  the  different  types  of  trans- 

portation facilities  and  the  role  that  tran.sportation  has 
played  in  the  growth  of  our  country. 


SUGGESTED  CONTENT 
MATERIAL 

Our  dependence  on  tran.sportation 


Postal  services 

1.  Eirst-class  mail  (review  of) 

2.  Second-  and  third-class  mail 

3.  Eourth  class  irrail  (parcel  post) 

a.  Special  Delivery  and  Special 
Flandling 

b.  Wrapping  and  addressing 
packages 

c.  Size  and  weight  of  parcel  post 
package 

d.  Sending  letters  with  parcels 

e.  Insurance 

f.  C.O.D. 


POSSIBLE  ACTIVITIES  OR  DISCUSSION 


Have  students  tell  what  would  happen  if 
there  were  no  transportation  in  or  out  of 
the  local  community  for  a period  of  one  week. 

Illustrate  how  the  post  office  is  a transporta- 
tion agency  as  well  as  a communication 
agency. 

Secure  a United  States  Postal  Guide  and 
explain  the  use  of  it  to  the  cla.ss.  Also 
utilize  this  book  for  reference  purpo.ses. 

Procure  boxes,  paper,  and  string  for  students 
to  use  in  class  to  practice  wrapping  packages. 

Fake  a field  trip  to  the  local  post  office. 
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Unit  9.  Transportation  (Continued) 


Express  transportation 

1.  Size  and  weight 

2.  Cost  including  insurance 

!3.  Collection  and  delivery 

4.  Prepaid,  collect,  and  C.O.D. 

5.  Air  express 

Freight  transportation 
1.  Carriers  of  freight 

a.  Railroad 

b.  Trucks 
i:  c.  Airplanes 

• d.  Advantages  and  disadvantages 
of  each 

2-  Bill  of  Lading 

|i  3.  Prepaid,  collect,  and  C.O.D.  ship- 
;i  ments 


During  class  discussion  have  pupils  tell  about 
different  types  of  merchandise  which  were 
delivered  to  their  home  by  express  transpor- 
tation. 


Assign  to  students  the  preparation  of  a table 
which  shows  the  types  of  items  that  are 
generally  shipped  by  parcel  post,  express, 
and  freight. 


Unit  10 

, Securing  and  Keeping  Useful  Information 

Purpose;  To  acquaint  each  member  of  the  class  with  the  reasons  for 
keeping  certain  information,  and  the  method  or  conditions 
under  which  such  information  would  be  filed. 


i SUGGESTED  CONTENT 
];  MATERIAL 

I How  to  secure  information 
i 1.  Use  of  library 
2.  General  sources 
a.  Dictionary 
I b.  Encyclopedia 

* c.  "World  Almanac 

d.  Books  on  ‘AV’ho's  ^Vho” 

e.  Atlas 

f.  Book  of  Statistical  Information 

g.  The  Readers’  Guide 

; 3.  Business  sources 

1 

I Filing 

' 1.  Purpose  of  filing 

2.  Types  of  files 

a.  Box  file 

b.  Bellows  file 

c.  Vertical  file 

d.  Card  file 

I 3.  Indexing  and  alphabetizing 

, 4.  Filing  Systems 

a.  Alphabetic 

i b.  Geographic 

{ 5.  Means  used  to  locate  materials 

I a.  Labels 

b.  Guides 

1 


POSSIBLE  ACTIVITIES  OR  DISCUSSION 

Have  the  class  use  the  library  for  part  of  a 
period,  and  ask  tbe  librarian  to  talk  about 
the  books  which  contain  sources  of  useful 
information. 

As  a class  project  have  each  student  write  an 
autobiography.  Include  these  autobiog- 
raphies in  a booklet  having  a title  page, 
table  of  contents,  etc. 


For  the  bulletin  board,  develop  a picture 
display  of  filing  equipment. 

,\sk  each  pupil  who  has  a filing  system  to 
describe  it  to  the  class. 

Discuss  what  might  happen  if  a pupil  lost  a 
receipt  for  the  high  school  yearbook  or  a class 
ring.  Point  out  how  long  receipts  of  this 
nature  should  be  kept. 

Develop  an  understanding  of  the  importance 
of  a family  keeping  on  file  the  following: 
cancelled  checks,  insurance  policies,  receipts, 
checks,  etc. 

Using  3"  by  5"  cards,  have  at  least  one  prac- 
tice exercise  in  filing. 


t 
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Unit  11 


Government  and  Business 

Purpose:  To  point  out  that  government  (local,  State,  and  Federal)  costs 
money  and  the  more  services  we  have  the  greater  will  be  the 


cost. 

SUGGESTED  GONTENT 
MATERIAL 

POSSIBLE  ACTIVITIES  OR  DISCUSSION 

Types  of  business  or  t)usiness  organi- 
zation 

L Proprietorship 

2.  Partnership 

3.  Corporation 

4.  Co-operative 

Show  the  relationship  of  government  to  tliese 
four  types  of  businesses. 

The  Federal  Government’s  help  in 
developing  business 

1.  Direct  aids 

a.  Reconstrttction  Finance  Cor- 
poration 

b.  Federal  Housing  Administra- 
tion 

2.  Granting  of  rights 
a.  Copyrights 

h.  Patents 

3.  Services  through 

a.  Department  of  State 

b.  Department  of  Agricitlture 

c.  Department  of  Commerce 

Discuss  the  type  of  society  we  might  have 
today  without  the  help  of  government. 

Regulation  of  business  by  State  and/or 
Federal  Government 

1.  Transportation 

2.  Communication 

3.  Banking  and  finance 

4.  Working  conditions 

5.  Competition 

Give  reasons  why  it  is  necessary  to  have 
government  regulations. 

Role  tliat  government  plays  in  labor- 
management  relations 

Secure  newspaper  articles  which  point  up  the 
role  that  the  government  plays  in  labor- 
management  relations. 

Taxes 

] . Property 

2.  Income 

3.  Excise 

4.  Sales 

5.  Other 

Discuss  the  use  for  or  the  reasons  why  we 
have  federal,  state,  and  local  taxes.  For 
disctission  pttrposes  secure  local  property  tax 
blanks  whicli  show  millage  for  roads,  schools, 
etc. 

Unit  12 

Planning  One's  Life  Work 

Purpose:  To  orient  the  pupil  in  types  of  jobs  available  in  the  business 

world  and  the  course  of  study  offered  by  the  business  educa- 


tion  department. 

SUGGESTED  CONTENT 
MATERIAL 

POSSIBLE  ACTIVITIES  OR  DISCUSSION 

Emphasis  on  the  importance  of  work 
experience 

Invite  a senior  student  who  has  participated 
in  the  work  experience  program  to  tell  the 
class  about  his  or  her  work  in  an  office  or 
in  a store. 
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Unit  12.  Planning  One’s  Life  Work  (Continued) 


Beginning  occupations  in  the  field  of 
business 

1.  Bookkeeping 

2.  Clerical 

3.  Selling 

4.  Stenographic 

High  school  preparation  needed  for 
these  occupations 

1.  Bookkeeping 

2.  Clerical 

3.  Selling 

4.  Stenographic 

Opportunities  for  promotion  in  these 
occupations 

1.  Bookkeeping 

2.  Clerical 

3.  Selling 

4.  Stenographic 

Advantages  and  disadvantages  of  work- 
ing for  one’s  self,  of  working  for  in- 
dustry, and  of  working  for  the  govern- 
ment 

Personal  qualifications  needed  for  suc- 
cess in  all  office  jobs 

1.  Ability  to  get  along  with  others 

2.  Courtesy 

3.  Honesty 

4.  Neat  appearance 

Assist  the  student  to  know  himself 


Securing  a part-time  job 

1.  Agencies  or  sources 

a.  Businessmen 

b.  Employment  agencies 

c.  Friends  and  acquaintances 

d.  Newspaper  advertisements 

e.  School 

2.  Preparation 

a.  Complete  necessary  materials 
—application  letter,  application 
forms,  and/or  data  sheet 

b.  Practice  for  interview  (antici- 
pate questions  which  may  be 
asked) 

3.  Interview 

a.  Dress  properly 

b.  State  case  constructivelv 

c.  Answer  questions  clearlv 

d.  Discuss  salary 

4.  Follow-up  of  interview 


Discuss  the  demand  for  new  workers,  nature 
of  work,  and  working  conditions  in  these 
four  occupations. 


Explain  the  specific  courses  which  should  be 
taken  to  prepare  for  each  tvpe  of  job,  ,\lso 
point  up  the  content  matter  which  is  included 
in  each  course. 


By  means  of  illustrations,  if  possible,  bring 
out  the  chances  of  promotion  as  a result  of 
using  initiative  and  of  doing  more  than  is 
expected  of  vou.  For  instance,  with  such  an 
attitude,  a bookkeeper  might  become  an 
accountant  or  a credit  manager. 

Take  this  opportunity  to  again  discuss  the 
field  trips  which  have  been  taken  during  the 
school  year. 

Point  out  why  80  per  cent  of  the  people  who 
lo.se  their  jobs  do  so  because  of  not  having 
desirable  personal  qualifications. 


.\sk  each  student  to  prepare  a term  paper 
relative  to  an  occupation  in  which  he  is 
interested.  .An  outline  of  this  project  might 
be  as  follows: 

1.  Why  I would  like  this  tvpe  of  work 

2.  My  qualifications  for  the  job 

3.  Nature  of  the  work  which  should  be 
taken  in  high  school 

4.  Type  of  summer,  after-school,  and  .Sat- 
urday employment  that  would  Ite  bene- 
ficial 

Have  each  student  write  one  or  more  letters 
of  application  for  a summer  job.  complete  an 
application  form,  and  make  up  a data  sheet. 

Develop  a skit  where  a student  applies  for  a 
job.  Either  a teacher  or  a businessman  in 
the  community  could  do  the  interviewing. 
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CHAPTER  III 


Su^^e^tect  Schedule 

The  suggested  time  schedule  presented  herewith  does  not  imply  that  the 
content  matter  is  arbitrarily  fixed.  A time  schedule  should  be  flexible 
enough  so  that  current  happenings,  which  appear  in  newspapers  and 
magazines,  can  be  brought  into  the  class  discussion;  a rigid  schedule 
would  not  allow  this  desired  flexibility.  Therefore,  teachers  should  not 
utilize  this  outline  rigidly  but  should  feel  free  to  include  pupil-teacher 
selection  of  units. 

Personal  experience  contributes  in  determining  business  learning.  For 
instance,  in  large  communities  where  students  have  used  public  transpor- 
tation buses  and  trains  extensively  it  may  not  be  necessary  to  spend  as 
much  time  on  the  topic  of  travel.  In  some  schools  certain  units  suggested 
in  the  outline  could  be  omitted  almost  entirely  because  students  may 
have  already  learned  about  these  things;  in  other  schools,  units  not  pro- 
vided in  the  outline  might  be  needed.  In  reality  a general  business 
course  needs  to  be  tailor-made  for  particular  groups  of  students. 

'What  shall  be  taught  in  a general  business  course  will  also  partly 
depend  on  other  practical  arts  business  subjects  which  are  to  be  offered 
later  in  the  curriculum.  The  content  of  the  general  business  course  may 
be  one  thing  if  it  is  a solo  course  and  something  different  if  other  prac- 
tical arts  business  subjects  are  available  in  the  school.  The  concern  here 
is  not  duplication,  for  it  is  realized  that  some  duplication  is  desirable. 
It  would  be  an  unusual  person  who  could  not  learn  something  from  a 
second  meeting  with  a topic  or  an  idea.  However,  the  duplication  re- 
tained in  the  various  business  courses  must  be  carefully  planned. 

If  general  business  is  taught  on  the  tenth  grade  level  and  an  explora- 
tory experience  in  shorthand  is  included  in  the  time  schedule,  it  would 
perhajjs  be  necessary  to  either  teach  fewer  units  than  those  cited  below 
or  spend  less  time  on  several  of  the  units.  Here  the  units  which  would 
be  included  in  the  course  should  be  selected  on  the  local  level  in  accord- 
ance with  the  philosophy  which  has  been  set  forth. 

A suggested  time  schedule  for  general  business  is  as  follows: 

3 weeks— Business  and  the  Local  Community 

3 weeks— Thrift,  Budgeting,  and  Financial  Records 

4 weeks— Money  and  Banking 

3 weeks— Buying  and  Credit 

3 weeks— Insurance 

2 weeks— Other  Investments 

3 w'eeks— Travel 

3 weeks— Communication 

2 weeks— Transportation 

3 weeks— Securing  and  Keeping  Llseful  Information 

3 weeks— Government  and  Business 

4 weeks— Planning  One’s  Life  Work 

36  weeks— Total 
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CHAPTER  IV 


/4cd^ 


Books 

The  books  listed  in  this  section  are  those  tvhich  ha^•e  been  published 
during  the  past  few  years.  In  a bulletin  of  this  size  it  is  not  possible  to 
list  all  of  the  books  that  are  used  for  instruction  purposes,  therefore  this 
list  should  not  be  considered  as  exhaustive. 

CR-CBBe,  Ernest  H.,  Entfrline,  Herman  G.,  and  DeBrcm,  S.  Joseph,  General  Business. 

Cincinnati:  South -^Veste^n  Publishing  Company,  1956 
Fancher,  Charles  J.,  Gallagher,  Erancis,  and  Hamilton.  Charles  5V.,  Business 
Fundamentals  for  Everyone.  New  York:  Prentice  Hall.  Inc.,  1952 
PoLisHooK,  AVilliam  M.,  Beighey,  Clyde,  and  'Wheland.  Howard  E.,  Elements  of 
General  Business.  New  York:  Ginn  and  Company,  1955. 

Price,  Ray  G.,  and  Musselman,  \’ernon.  General  Business  for  Eveiyday  Eiving.  Xew 
York:  Gregg  Publishing  Division  of  McGraw-Hill  Book  Company,  Inc.,  1954. 


Articles 

Since  1951,  numerous  articles  on  general  business  have  appeared  in 
business  education  and  related  magazines.  Some  of  the  most  pertinent 
are  listed  below.  ^Vith  the  exception  of  the  last  few  articles,  the  listing 
follows  the  outline  used  in  the  second  chapter  of  this  publication. 

The  Local  Community 

1.  De.an,  Alm.a,  “Ninth  Grade  Students  Study  the  Business  Community,”  The 

Balance  Sheet,  35:244-247,  February,  1954. 

2.  Hansen,  Kenneth  J.,  “L'sing  the  General  Business  Textbook  Effectively,”  UBE.4 

Eorum,  5:14-15,  March,  1951. 

3.  Himstreet,  tViLLiAM  C.,  “Things  to  Do  in  General  Business.  Try  a Local  Industry 

Approach,”  Business  Education  World,  34:23-24,  March,  1954. 

4.  Sykes,  Vern.a,  “The  Community’s  Business  is  the  Student’s  Business,”  Business 

Education  World,  36:36-37,  October,  1955. 

Thrift,  Budgeting,  and  Einancial  Records 

5.  Lloyd,  .Alan  C., “Projects  in  General  Business  (Using  Money  AVisely)  ,”  Business 

Education  World,  35:30-31.  October,  1954. 

6.  A'.armon,  Morton,  “How  to  Keep  Household  Records,”  Redbook,  106:64-65, 

March,  1956. 

Money  and  Banking 

7.  Kennel,  John  M.,  “Check-AVriting  Project,”  The  Balance  Sheet,  33:109-111, 

November,  1951. 

8.  Lloyd,  Alan  C.,  “General  Business:  Student  Projects  That  AVill  Intensify  Learnings 

(Projects  for  the  Unit  on  Banking  Services) ,”  Business  Education  World, 
34:17-18,  March,  1954. 
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Buying  and  Credit 

9.  Lloyd,  Alan  C.,  “General  Business:  Student  Projects  That  ^Vill  Intensify  Learnings 
(Projects  for  the  Unit  on  Advertising),”  Biisiiiess  Education  World, 
34:17-18,  March,  1954. 

Insura  n ce 

10.  Selden,  IVilliam,  “How  to  Present  a LTnit  on  Automobile  Insurance,”  Busi/iess 

Education  World,  34:14-16,  October,  1953. 

11.  Selden,  VVili.iam,  “Integrating  LTnit  on  Life  Insurance  in  Basic  Business,”  VBEA 

Forum,  7:33-34,  December,  1952. 

Other  Investments 

12.  Musselman,  Vernon  \.,  “General  Business,”  Business  Education  ]\'orld,  32:92-93, 

October,  1951. 

13.  LLo-i  D.  .Alan  C.,  “Projects  in  General  Business  (Buving  a Home)  ,”  Business  Edu- 

cation World,  35:30-31,  October,  1954. 

Traveling 

14.  Musselman,  Vernon  .A.,  “New  Business  in  (»eneral  Business,”  Business  Education 

World,  32:345-346,  March,  1952. 

15.  Musselman,  A'ernon  A.,  “New  Business  in  General  Business,”  Business  Education 

World,  32:505-506,  June,  1952. 

Communication 

16.  Griffith,  Eui.a,  “Ideas  That  AA'orked  in  a Communications  Unit,”  Business 

Education  World,  35:29-30,  March,  1955. 

17.  Musselman,  ATrnon  .A.,  “New  Business  in  General  Business,”  Busi7iess  Education 

World,  32:246-247,  January,  1952. 

18.  Sasso,  Enrico  V.,  “Dramatize  Good  Telephone  Techniques,”  UBEA  Forum,  5:24- 

25,  February,  1951. 

19.  Turille,  Stephen  J.,  “.An  Outline  of  Questions  and  Projects  for  an  .Active  Unit 

on  Using  the  Mail,”  Business  Education  World,  31:452,  May,  1951. 

T ransportation 

20.  Lloid,  -Alan  C.,  “Student  Projects  in  General  Business  (Unit:  Local  Transpor- 

tation),” Business  Education  World,  34:17-18,  April,  1954. 

21.  Lloid,  .Alan  C.,  “Student  Projects  in  General  Business  (Unit:  Shipping  Services),” 

Business  Education  World,  34:35-36,  June,  1954. 

Securing  and  Keeping  Useful  Information 

22.  Lloid.  -Alan  C.,  “Student  Projects  in  General  Business  (Unit:  Filing),”  Business 

Education  World,  34:17-18,  April,  1954. 

Government  and  Business 

23.  Special  Report,  “AAdiat’s  Happening  to  the  Face  of  the  U.  S.  Industrial  Map,” 

Business  If'eek,  78-96,  August  13,  1955. 

Planning  One’s  Life  IVork 

24.  Li.ovd,  -Alan  C.,  “Projects  in  General  Business  (Unit:  Planning  a Business  Ca- 

reer) ,”  Business  Education  World,  35:23-24,  September,  1954. 


General 

25.  Gurus,  Paul,  “Experimental  General  Business— A Challenge  to  the  Teacher,” 

The  Balance  Sheet,  33:60,  61,  and  64,  October,  1951. 

26.  McBride,  Fairy  Christian,  “Teacher  Motivation  for  General  Business,”  UBEA 

Forum,  6:31  and  38,  November,  1951. 

27.  Sparks,  Robert  A\'.,  “General  Business  Training— One  of  the  Most  Popular  and 

Interesting  Subjects  in  the  Secondary  School,”  The  Balarice  Sheet,  33:260-261, 
February,  1952. 
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, Related  Materials 

An  important  part  of  the  instructional  program  in  a general  business 
course  is  the  supplementary  literature  that  can  be  used.  An  abundance 
of  both  free  and  inexpensive  material  is  available  which,  when  properly 
utilized,  increases  the  value  of  this  course  as  well  as  the  interest  in  it. 

As  an  aid  to  the  business  teacher,  the  cost  of  the  materials  and  the 
units  they  supplement  are  included  in  the  listing  below.  In  publications 
that  are  not  free,  the  cost,  in  most  instances,  is  given  on  a single  copy  of 
each  booklet.  If  a publication  is  purchased  in  quantity  the  cost  per  copy 
will  sometimes  be  less. 

A partial  list  of  references  which  are  applicable  for  a course  in  general 
business  follows: 

.Advertising  Federation  of  America,  330  A\’.  42iul  Street,  New  York  36,  X.  Y. 

Jobs  in  Advertising.  (25  copies— SI, 25)  Unit  12 

Sotne  Questions  and  Answers  about  Advertising.  (10  copies— 75(.‘)  Unit  4 

Aetna  Life  .Affiliated  Companies,  151  Farmington  .Atenne,  Hartford,  C:onn. 

Good  Checks  and  Bad  Money.  (Free)  Unit  3 

Air  Transport  .Associaiton  of  .America,  1107  16th  Street.  X.  AV„  AVashington  6,  D.  C. 
Air  Transport  Facts  and  Figures.  (Free)  Units  7 and  9 
Air  Transportation  Progress.  (Free)  Unit  9 
Magic  Web,  The.  (Free)  Unit  7 
Uncle  Sam’s  Best  Buy.  (Free)  Units  7 and  9 

Air  AVorld  Education,  380  Madison  .Atentie,  Xew  York  17,  X.  Y. 

Secondary  Teachers  Packet,  Aviation  Materials.  (Free)  Unit  7 

American  Association  of  .Adiertising  .Agencies,  420  Lexington  .Atenne,  Xew  York, 
X.  Y. 

Advertising  Business  and  Its  Career  Opportunities,  The.  (Free)  Unit  12 
Role  of  Advertising  in  Economic  Development,  The.  (Free)  UYiit  1 
Where  Does  Advertising  Fit  In?  (Free)  Unit  1 

American  Bankers  .Associaiion,  12  E.  35th  Street,  Xew  Aork  16,  X.  Y'. 

Banking  from  the  Stotie  Age  to  the  Atomic  .dge.  (Free,  only  single  copies  avail- 
able) Unit  3 

Banking  Sei-vices  for  You.  (Eree,  only  single  copies  a\ailable)  Unit  3 
Money  and  Banking— In  Our  Everyday  Living.  (Free,  onlv  single  copies  available) 
Unit  3 

Opportunities  in  Banking.  (Free,  only  single  copies  available)  F’nit  12 

American  Institute  of  .Accountants.  270  Madi.son  .Avenue,  Xew  York  16,  X.  Y’. 

Accounting  May  Be  the  Right  Field  for  You.  (Free,  onlv  single  copies  available) 
Unit  12  ■ 

Profession  of  Accounting,  The.  (Free)  Unit  12 

.American  Motel  .Association,  Inc.,  75  X.  Maple  .Avenue,  Ridgewood,  Xk  J. 

American  Motel  Association  Guide.  (Free)  Lhiit  7 

American  Trucking  .Associations,  Inc.,  1424  16th  Street,  X.  YV.,  AVashington  6,  D.  C. 
American  Trucking— Trends.  (Free)  Unit  9 

Trucks  and  Things  You’ll  Want  to  Knoie  About  Them.  (Free)  I'nit  9 
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Association  of  American  Railroads,  Transportation  Building,  Washington  6,  D.  C. 
American  Railroads,  Their  Growth  and  Development.  (Free)  Unit  9 
Going  Places  by  Rail.  (Free)  Unit  7 
How  Railroads  Serve.  (Free)  Unit  9 
Quiz  on  Railroads  and  Railroading.  (Free)  Unit  9 
Railroad  Story,  The.  (Free)  Unit  9 
Railroads  and  Arnerica7i  Life.  (Free)  Unit  9 
Railroads  and  Industry.  (Free)  Unit  9 
Railroads  and  National  Defense.  (Free)  Unit  9 
Railroads  and  the  Community.  (Free)  Unit  9 
Railroads  and  World  Trade.  (Free)  Unit  9 
Railroads  at  Work.  (Free)  Unit  9 
Teacher’s  Kit,  Railroad  Transportation.  (Free)  Unit  9 
Association  of  Casualty  and  Surety  Companies,  Public  Relations  Department,  60 
John  Street,  New  York  38,  N.  Y.,  or  National  Board  of  Fire  Underwriters,  85  John  j 
Street,  New  York  38,  New  York  ; 

A Career  for  You  in  Insurance.  (Free)  Unit  12  i 

Association  of  Stock  Exchange  Firms,  25  Broad  Street,  New  York  4,  N.  Y.  ' 

In  Account  With.  (Free,  only  limited  copies  available)  Unit  6 
Understanding  the  Modern  Securities  Market.  (Free,  only  limited  copies  avail-  j 
able)  Unit  6 ' 

Automobile  Manufacturers  Association,  Public  Relations  Department,  New  Center 
Building,  Detroit  2,  Mich. 

A Car-Travelmg  People.  (Free)  Unit  7 
Horses  to  Horsepower.  (Free)  Unit  9 
What  Do  You  Know  About  Trucks.  (Free)  Unit  9 
Baltimore  & Ohio  Railroad,  Public  Relations  Department,  Baltimore  1,  Md. 
Informational  Materials.  (Free)  Unit  9 

Bell  Telephone  Company  of  Pennsylvania  (Contact  local  business  office  of  this 
company) 

Alexander  Graham  Dell.  (Free)  Unit  8 
Magic  of  Communication,  The.  (Free)  Unit  8 
Telephone  in  America,  The.  (Free)  Unit  8 
Better  Business  Bureau,  Chrysler  Building,  New  York  17,  N.  Y. 

Facts  You  Should  Know  about  Accident  and  Health  Imurance.  (10^)  Unit  5 

Facts  You  Should  Kyiow  about  Advertising.  (10(f)  Unit  4 

Facts  You  Should  Know  about  Borrowing.  (10^)  Unit  4 

Facts  You  Should  Know  about  Budgeting.  (10(f)  Unit  2 

Facts  You  Should  Know  about  Buying  or  Building  a Home.  (10^)  Unit  6 

Facts  You  Should  Know  about  Commercial  Banks  and  Trust  Companies.  (10(f) 

Unit  3 

Facts  You  Should  Know  about  Life  Insurance.  (10^)  Unit  5 
Facts  You  Should  Know  about  Our  Business  System— and  You.  (10(f)  Unit  1 

Facts  You  Should  K?iow  about  Saving  Money.  (10(f)  Units  2 and  3 

Facts  You  Should  Know  about  Securities.  (10^)  Unit  6 

Brand  Names  Foundation,  Inc.,  437  5th  Avenue,  New  York  16,  N.  Y. 

Economics  of  Today’s  Buying.  (Free)  Unit  4 
Good  Buymanship  Principles.  (Free)  Unit  4 
Why  Is  a Brand  Name?  (Free)  Unit  4 

Brookings  Institution,  722  Jackson  Place,  N.  W.,  Washington  6,  D.  C. 

Profit  Motive  and  “Maximum”  Profits.  (25f)  Unit  1 

Chamber  of  Commerce  of  the  United  States,  1615  H Street,  N.  W.,  Washington  6, 
D.  C. 

Sales  Training  in  Distribution.  (50(f)  Unit  12 
Chase  Manhattan  Bank  Museum  of  Moneys  of  the  World,  RCA  Building,  Rocke- 
feller Center,  1254  Avenue  of  the  Americas,  New  York  20,  N.  Y. 

Chase  Manhattan  Batik  Museum  of  Moneys.  (Free,  only  limited  copies  available) 
Unit  3 

“In  God  We  Trust.”  (Free,  only  limited  copies  available)  Unit  3 
Moneys  of  the  World.  (Free,  only  limited  copies  available)  Unit  3 
United  States  Paper  Currency.  (Free,  only  limited  copies  available)  Unit  3 
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[Credit  Union  Le.\gue,  4309  North  Front  St.,  Harrisburg,  Pa. 

! Credit  Union  Uay,  The.  iFree)  Unit  3 

Credit  Union  Yearbook,  The.  (Free)  Unit  3 

Teachers  Manual— What  Are  Credit  Unions  and  How  Can  We  Use  Them.  (Free) 
Unit  3 

I 

Dun  & Br-adstreet,  Inc.,  99  Church  Street,  New  York  8,  X. 

Getting  Ahead  in  Small  Business.  (Free)  Unit  12 

FEDER.AL  Tr.ade  COMMISSION,  4Vashington  25,  D.  C. 

Protection  of  the  Consumer  by  the  Federal  Trade  Commission.  i^Free)  Unit  4 

Fr.\ncis  I.  DuPont  and  Company,  1 IVall  Street,  Xew  York  5,  X.  Y. 

Opening  an  Account.  (Free)  Unit  6 

FR-aud  Detection  .and  Prevention  Bureau,  2512  4\'.  82nd  Street,  Chicago  29,  111. 

Six  Easy  to  Recognize  a Bad  Check.  (25f)  Unit  3 

General  Motors,  Department  of  Public  Relations,  Detroit  2,  Mich. 

We  Drivers.  (Free)  Unit  7 

Glamour’s  Job  Dep.artment,  420  Lexington  .\venue,  Xew  York  17,  X.  Y. 

Fact  Sheet— Banking.  (10c)  Unit  12 
Fact  Sheet— Insurance.  (10(‘)  Unit  12 
Fact  Sheet— Legal  Secretaiy.  (10c)  Unit  12 
Fact  Sheet— Medical  Secretary.  (10c)  Unit  12 

Fact  Sheet— Public  Stenographer,  Shorthand  Reporter,  and  Court  Reporter.  (10(f) 
Unit  12 

Fact  Sheet— Tips  on  the  Technique  of  Job  Hunting.  (10(f)  Unit  12 
Secretarial  Story,  The.  (25c)  Unit  12 

Gregg  Division,  School  of  Commerce,  Xorthwestern  University.  339  E.  Chicago  .\ ve- 
nue, Chicago  11,  111. 

Medical  Secretary,  The.  (Free)  Unit  12 

Private  Secretary  and  Her  Job,  The.  (Free)  Unit  12 

Shorthand  Reporting  as  a Career.  (Free)  Unit  12 

Household  Fin.ance  Corpor.ation.  Inc.,  Consumer  Education  Department,  919  X. 
Michigan  .Avenue,  Chicago  11,  111 

Consumer  Credit  Facts  for  You.  (10c)  E nit  4 
Money  Management— Children’s  Spending.  (10c)  C'nit  4 
Money  Management— Young  Moderns.  (’10c)  Unit  4 
Money  Management— Your  Budget.  (10c)  Unit  2 
Money  Management— Your  Clothing  Dollar.  (10c)  C'nit  4 
Money  Management— Your  Food  Dollar.  (10c)  Unit  4 
Money  Management— Your  Health  Dollar.  dOc)  Unit  4 
Money  Management— Your  Recreation  Dollar.  (10c)  Unit  4 
Money  Management— Your  Shopping  Dollar.  (lOc)  Unit  4 
Small  Loan  Laws.  (Eree)  Unit  4 

Institute  for  Research.  537  S.  Dearborn  Street.  Chicago  5.  111. 

Accountancy  as  a Career.  (Sl.OO)  Unit  12 
Career  as  a Public  Stenographer.  (Sl.OO)  Unit  12 
Careers  for  Women  in  Office  Work.  (Sl.OO)  Unit  12 
Salesmanship  as  a Career.  iSl.OO)  Unit  12 

Institute  of  Life  Insur.ance,  488  Madison  .Avenue,  Xew  A'ork  22,  X.  A'. 

A Discussion  of  Family  Money.  (Free,  only  single  copies  available)  Unit  5 
A Miss  and  Her  Money.  (Free,  only  single  copies  available)  Unit  5 
Blueprint  for  T ornorroie . (Free)  Unit  5 
Family  Money  Manager,  The.  (Free)  Unit  5 
Life  Insurance  Lact  Book.  (Free)  Unit  5 

Money  in  Your  Pocket.  (Free,  only  single  copies  available)  Unit  5 

Investment  Bankers  .Association  of  .America,  33  S.  Clark  Street.  Chicago  3,  111. 
Toward  Careers  in  Linance.  (Free)  Unit  12 
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Joint  Council  on  Economic  Education,  2 W.  46th  Street,  New  York  36,  N.  Y. 

How  to  Construct  and  Use  a Resource  Unit.  (25jt) 

Problem  Solving  Approach  to  Economic  Education  in  the  Senior  High  School,  The. 

(20^) 

Understanding  the  Ups  and  Downs  of  Business.  (50^)  Unit  1 
You  and  Taxation.  (50^)  Unit  11 

Ladies’  Home  Journal,  Reference  Library,  Philadephia  5,  Pa. 

Secretarial  Work.  (lOr)  Unit  12 

National  Association  and  Council  of  Business  Schools,  601  13th.  Street,  N.  W., 
AVashington  5,  D.  C. 

Accountancy  as  a Career  Field,  (lotf)  Lhiit  12 
Opportunity  for  Youth.  (10^)  LInit  12 
Secretaryship  as  a Career  Field.  (15(f)  ETnit  12 

Naiional  .Association  of  Secondary-School  Principals,  1201  16th.  Street,  N.  fV., 
Washington  6,  D.  C. 

Buying  Insurance.  (SOjt)  Unit  5 
Effective  Shopping.  (50(f)  Unit  4 
Investing  in  Yourself.  (50f)  Unit  12 
Learning  lo  Use  Advertising.  (50^)  Unit  4 
Managing  Your  Money.  (bOf)  Units  2 and  3 
Using  Consumer  Credit.  (50(f)  Unit  4 
Using  Standards  and  Labels.  (50^)  Unit  4 

National  Committee  for  Education  in  Family  Finance,  488  Madison  Avenue,  New 
York  22,  N.  Y. 

A Handbook  for  Education  in  Personal  and  Family  Finance.  (35^)  Units  2 and  3 

New  York  Siock  Exchange,  11  Wall  Street,  New  York  5,  N.  Y. 

Understanding  the  New  York  Stock  Exchange.  (Free)  Unit  6 

Pennsylvania  Bankers  .Association,  17  N.  Front  Street,  Harrisburg,  Pa.* 

Using  Your  Bank.  (70^  bound  in  cloth  or  50^  bound  in  paper)  Lhiit  3 
Your  Bank.  (S5f)  Unit  3 

Pullman  Company,  General  Offices,  Merchandise  Mart  Plaza.  Chicago  54,  111. 
Go  Pullman  By  Day— By  Night.  (Free)  Unit  7 

Radio  Corporation  of  America,  30  Rockefeller  Plaza,  New  York  20,  N.  Y. 

Behind  the  RCA  Radiotelegraph  Towers.  (Free)  Unit  8 
RCA,  What  It  Is— What  It  Does.  (Free)  Unit  8 

Railway  Express  Agency,  219  F.  42nd.  Street,  New  A'ork  17,  N.  Y. 

Cavalcade  of  Express.  (Free)  Unit  9 

Remington  Rand  T ypewriter  Division,  315  4th.  Avenue,  New  York  10,  N.  Y. 

Hoiv  to  Simplify  Your  Files  and  Filing  Systems.  (Free)  Unit  10 
How  to  be  a Super-Secretary . (Free)  Unit  12 

Safeguard  Corporaiton,  Lansdale,  Pa. 

Be  Wise— Safeguard  Your  Check  Procedure.  (Free)  Unit  3 

Science  Research  .Associaies,  57  AV.  Grand  .Avenue,  Chicago  10,  111. 

Choosing  Your  Career.  (50^)  LInit  12 
Understanding  Our  Economy.  (50(f)  Unit  1 

South-Western  Publishing  Company,  5101  Madison  Road,  Cincinnati  27,  Ohio 
How  to  Find  and  Apply  for  a Job.  (63()  Unit  12 

United  .Air  Lines,  5959  S.  Cicero  .Avenue,  Chicago  38,  111. 

Fist  of  Free  Aviation  Education  Materials  and  Services.  (Free)  Unit  7 

U.  S.  Department  of  Health,  Education,  and  AVelfare,  Food  and  Drug  Administra- 
tion, AV’ashington  25,  D.  C. 

Food  and  Drug  Administration— U'hat  It  Is,  and  Does.  (Free,  only  single  copies 
available)  LTiit  4 

* Advisable  to  discuss  the  publications  of  this  organization  with  local  banks 
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u.  S.  Govi  rnmi^m  I’r.nt.no  Office,  Superintendent  of  Docnments,  2"’ 

Occupational  Cuide^Job  Description  for 

Read  the  Label  on  Foods,  Drugs,  Devices,  and  Cosmetics,  (lof)  L mt  I 
U.  S.  Savings  and  Loan  League,  221  N.  LaSalle  Street,  Chicago  1.  HI- 

Financial  Facts  about  Savings  Associations.  (Free)  Unit  3 ...  r 

IV/iat  You  Should  Know  Before  You  Buy  a Home.  (Free)  I nit  0 
Western  Union  Teeegraph  Company,  60  Hudson  Street,  New  \oik  13,  N.  Y. 
Social  Telegrams.  (Free)  F'nit  8 
Story  of  Western  Union,  The.  (Free)  Unit  8 
Your  Western  Union  Teledater.  (Free)  F’nit  8 
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